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DISPOSE OF PRESENT ACCUMULATION; 0 ESTABLISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

111 .19&2 - present ~~ - 
'.What i s  the  function of t h e - o f f i c e  i n  which t h i s  record se r i e s  i s  created? 

The Division of physical Health is m'&sible for the abministratian, direetfon and 
caardinaticm of the physical Health Progrmns in the State. These include, but are not 
limited to ,  'health standards for businesses, housing, field aperations and hospitals 
thmughout the State; impromnt  of physical apd dental heaJth of .adults and children, 
and health of w&nf hthe r s  ; administration of family piilhning? &c? sterilization 
programs; diacqnosis and control of diseases; supervision' of constmction and licensure 
of health facilities; and administration of the Cancer Assistance Fmyram. 

The Mattha1 Health/Fdly Planning Unit has the function to ,  improve the quality of 
family life by promoting all XteqmL health a$jyigs pBi 1-1 and. district H u y  . 
Resources staffs t o  wOmen in  ' 
policies, and proceduz?es; and cOclrdinate activities of a l l  involved agencies. 

'id be&g years. so t o  establish service standards, 

. L  I f  :* ~ . , .  . .  , . . .  :. - . ,  
~~~ ~~ ~~ - 

1. This f i l e  contains the following documents: (include form numbers and t i t l e s ,  i f  any, . .  
1 .  , 

. .  
and f i l e  arrangement). .. 

SEE ATTAC~ED UST 

ATTACH SAMPLES OF THE FILE 

~ 

, 



- F& 2 

13. Is t h i s  t he  Record Copy of t h e  series? r- :\ . [ X I  [- 1 I 
1 4 .  Is there  a duplication of t h i s  Series i n  another o f f i ce  or agency? [ 1 [XI  

I .  

15 .  Is  the information contained' i n  t h i s  series ever s G a r i z e d  or  published? [ 1 [ X I  
Attach copy of summary o r  publication. 

16. Does the se r i e s  contain c l a s s i f i ed  ... .. ,E!;.<~.3A-+ information ._ iF_ .~ -~ - -  requiring r- - -  'Security . .   handling^? . .  , [XI .  '- [ 1 . . . . .  .. ~i. 
~ . 

17. Does t h e  se r i e s  i n i t i a t e ,  amend or terminate. agency'poli&k=:&k-procedureS? :?'I[ . .  - 7 ,  ' [  x] 
, .-. . .  . .  , .  - .  . I 

.>- 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ I [xl 
19.  Is the  se r i e s  ( o r  major portion of  i t )  regularly microfilmed? If yes ,  why? [ 1 ' . "XI  

20. Does the record se r i e s  provide data as  input t o  an EDP f i l e ?  [ 1 [ x l  
21. Does the record se r i e s  contain documentation produced a s  EDP pr intout?  [ 1 [ x ]  c 

22. Has the Federal Government issued instruct ions governing the  retention/dispo- . [ ] [ 
. . . .  . . .  . . .  . . . .  -. c.: - . 1- . s i t i o n  o'f the'se f i l e k ?  ' - .~~ - , 

. . . . .  ...... . . .  . . . . .  . -  . . . .  I . -  
. .  

ei  it&^# 24 ' I - . - ,  . . ~  b.- - - . ; ~ i  

23. Wi l l ' there  be a neea for~these ' recori ls  .. 10, 15 years from now? f!f yes ,  what? .~ -[XI..." 1 
I____ 

-_Ic_. . .  
, .  - - s .  

see attached list -. 2L. REQU,i?&fdfSi ~ ~. The.'following 1 . , , , ,  .requi'res _._, the %ies ' 4 0  'be k e p t  years  : . _ _  L -  - . .  ,. -. I .. ^ .  
.~ .. . . . . . . . . . . . . . .  

-> 
. .  

. , ~ ,  1 ~ . ,  . :- .~. -', 
a. []STATE b.[]STATifiE-~OF 'c. ' [ jAUDI?;--^ + d .  []FEDERAL' e.hADMINISTRAT1VE f.[]HISTORICAL 

. 
LAW .. . .  . . . . . . .  LIMITATION . PERIOD ~ . . , .  .: L A W  . . DECI.SION ,. ,. VALW 

( C i t e .  t i , . . :S ta tu t ' e ,  . . .  or . . . . . . .  other reasorl f o r  . the reteqt ion requirement) , .- ,. , 

.: ..,, 
. -, . - .  , .  

_.. ~~ 

Archives- persmi ha;. I.eEewed..+he=e appjiqti6ps ..in &t. . . . . . .  . '- . , .  
. . .  . . .  . . . . . .  . . .  . . .  . . . .  - . . _ _  . :, . ,  

-I -- ____-_- _____ 
25. AGENCY RECOMt&NDATIONS. T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut off a t  the end 

of  each - [ ]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER see attached hst , then: 

[ 3 Hold i n  the current f i l e s  area ' month(s)/ y e a r ( s ) :  
[ ] Transfer t o  [ 1 Sta t e  Records -[ ] Local Holding Area; hold y e a r ( s ) :  

1 Destroy-. 
[ 1 Transfer t o  State  Archives fo r  permanent re tent ion.  
[ 1 Destroy immediately after cut-off. 
[ 1 Other: (Specify) 

( Indica te  b r i e f l y  ra t ionale  f o r  recornendations above/or wr i te  addi t ional  remarks) : 

are: 

, '  

i 



-* . 
1 De'prtrknt of Human Resources 
. ' Division of Physical Health, Health Impmvement Section 

M a t e d  Health U n i t  - Room 618 - H 
'47 T r h i t y  Avenue, S.Y. A t l a n t a ,  Georgia 30334 

&PI. 
No. Description Disposition ~- 

7q- 252 MIDWIFERY CERTIFICATION APPLICA- 
TION CASE FILES 
banren t s  re la t ing  to annual appli- 
cation by individual t o  practice 
midwifery i n  Georgia. Includes 
application card of individual, 
pfividing iden t iw ,  address, quali- 
f icat ions $f applicant; data per- 
taining t o  past regis t ra t ion;  past 
perforrrrjnce i n  deliveries;  and 
recommendation of the District 
Hea th  Director. 
armnged alphabetically by county 
and thereunder alphabetically by 
applicant. 

The file is .- 

74- a s 3  MIlMiX ANNUAL CERTIFICATION LISTING 
M E S  
Dxuments re la t ing  t o  the regis t ra t ion 
of cer t i f ied  midwives in ?*@a. 
Included is a l i s t i n g  by name and 
address of midwives. The fi le is 
arranged alphabetically by county, 
and thereunder alphabetically by 
midwife. 

MIDWIFE ANNUAL STATISTICAL FILES 
DocwRnts re la t ing  t o  statistical 
a n p i l a t i o n  of p e r f o m c e  by 
midwives in Georgia. Included is 
a copy of Fom AIM. 1-3 (Midwife 
Data) w h i c h  pmvides information 
about the number of midwives 
ce r t i f i ed  in each county, and 
fives statistical information 
about their age, race, nmber of 
deliveries t o  include maternal 
and fetal deaths; a l so  shming 
number of midwives who h%e died 
or who have not applied f o r  re- 
cer t i f icat ion.  For some years, 
a narrative repxt may be included. 
The file is arranged a l p h a b e t i c a l l y  
by coun ty .  

7q-234 

Cut off f i le series at  the 
end of each calendar year; 
hold in CFA 1 year; then 
retire t o  State  Archives. 
(NOTE: This standard is re- 
quested by State  Archives 
personnel after examination of 
the fi le).  

Cut off  the f i le  series at the 
end of each calendar year; hold 
in CFA 1 year; then retire to  
State  Archives. 
(NOTE: This standard is request- 
ed by State  Archives wrsonnel 
a f t e r  examination of the file). 

Cut off f i l e  at the end of 
each calendar year; then hold 
in CFA 1 year; then retire 
to  State Archives. 
(NOTE: This standard is  re- 
quested by State Archives 
personnel after examination 
of the file). 
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Department of Human F e s m e s  
I Div5sion of PhysicaqHealth, Health Improvement Section 

Maternal Health Unit - Room 618 - H 
47 Trini ty  Avenue, S .  W. Pt lanta ,  Georgia 30334 

APPl. 
No. Disposition 

7q-  2 5 5  MATERNAL HEALTH - F m L Y  P M N " G  
ADVISOFY F I E S  
Documents re la t ing  t o  adVisorJ 
services of the  U n i t  i n  connection 
with Materndl Health-Family Planning ' 

a c t i v i t i e s  i n  the State. Included 
are letters of inquiry kce ived  f m  
clinics or oq&r&zations. and advisory 
repl ies  thereto by the U n i t ;  letters 
of guidance prepared by the Unit; 
copies of advisory mterial received 
by the Unit from external p v e m t a l  
or private agencies; and similar papers; 
The file does not include authorization 
for actian. 
r-n~r-.-.- - . - .. , - ,. ? I ~  ,. . <.a:T -. _. .- L: QLagl.-*. - ~ , -~ . 
~>-.2s:- alphabeticil ly by subject or 
addressee. 

Cut off f i l e  series at the 
end of each calendar year; 
hold i n  CFA 1 year; then 
destroy. 

The f i le  is armnged 

Cut off at end of each 
fiscal year; hold in CFA 
1 year; then destroy. 

MAT-PAK FILES 7 ' -. a 
fit&: 
Ayhtr~~rC 

' 
bcwtF?nts re la t ing  to  the Maternity 
C a r e  Package F'rogram (Mat-Pak) which 

11% was established t o  pmvide anteparturn, 
intrapwtm and post partum care f o r  

county Service areas or health districts. 
Included is fonn DPH/HIS ( 7 1-59 application 
and authorization for Mat-Pak services. 
Also letters of inquiry with answers t o  

.'>,... ~ . 2 . The f i l e  i s  a r r a n g e d  n u m e r i c a l l y  ' 1 1  

, medicdly indigent women to.mlti- 

- problems which m y  clpelop in program.__, 

~ ~ ' b y  gervice a r e a c t h e r e u n d e r  a lpha -  - 
- 

@ . beties-lly by cdunty.. - 
~ - €  *-- 'c .&~  s -  < -  

1 :  ~~ ~ *= ~~ 

* f i  
~~ - a - 
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Descripte 

7 - 2s 7 FAMILY PLANNING VISITATION CASE 
FILES 
Documents relating to services . 
and supplies provided by the 
Family Planning Program. Included 
are forms DPH/HIS (7) -55 (6-73) 
(Family Planning Visit); DPH/HIS 
(7)-38(8-73) (Family Correction of 
Patient Information); and DPH/HIS 
(7)-56(6-73) (Family Planning Out- 
reach). Master file (magnetic tape) 
is arranged alphabetically by name of 
patient. (Highly confidential records). 



App’l . 
No. I Description Disposition 

FAMILY PIANNING VISITATION CASE 
FILES I 

\ Documents relating to services Paper 
‘and supplies provided by the 
Faqily Planning Program. Included 
are forms DPH/HIS (7) -55(6-73) 
(Family Planning Visit) ; DPH/HIS 
(7)-38(8-73) (Family Correction 
of Patien\, Information) ; and DPH/ 

(Family Planning 

alphabetically rposes; then destroy. 

Magnetic tape (master file) - continu- 
ously updated on monthly basis; held 

file (magnetic 

/‘ permqnent ly by DOAS. 

Microfilm - hold in current files area 
until obsolete, superceded, or no 
longer needed for reference purposes. 

Maintenance instructions - all paper 
originals are submitted to DOAS for 
optical scanning. The accepted forms 
are entered onto magnetic tape (for 
use in updating patient master file) 
and microfilm (monthly transaction 
by form sequence, for use in current 
files area); those forms rejected as 
unacceptable are corrected and resub- 
mitted to establish accepted status. 
Computer printouts are sent to various 

\ /  :y 
on-state agencies such as county health 

and to federal agencies, 
information required by each. 



I t  ion 
\ '  

FAMILY PLANNING VISI 
FILES 
Documeats r e l a t ing  t o  se (master f i l e )  - 
and supplies provide d on monthly 
Family Planning Program. I n c h  basis ;  held permanently by DOAS. 
a re  forms DPHlHIS(7 
(Family Planning Vis - (COM) (received 
(7) -38 (8-73) (Family Corr current  f i l e s  
pa t ien t  Information) ; a e a r ;  then retire t o  
(7)-56(6-73) (Family _Pla s for permanent 
Master f i l e  (magnet 
a lphabet ical ly  by n 
(Highly 


